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Safety Education Program

Volunteer Instructor Authorization – Signature & Content Change Form

Purpose: This authorization ensures accurate and timely processing of Safety Education class documentation submitted by Volunteer Instructors to the Safety Education office.

Scope:  This authorization applies only to the 3 documents submitted as part of the standard Safety Education Class reporting packet. These documents include the class information sheet, Volunteer Time form, and class roster.

Authorization:

1. This authorization form will allow the Safety Education staff to add missing signatures to the class documentation.
2. This authorization form will allow the Safety Education staff to correct clerical or data related content to ensure accuracy and compliance to reporting standards. (This includes class hours, class dates, participant information on the Volunteer Time forms, class rosters, class information sheets.)

Notification Requirements:
Whenever a signature is added or content modified, the Volunteer Instructor will receive an email specifying the following below:

· Which forms were affected.
· The exact change(s) made to the documents.
· The reason for the change or addition of information to the documents.

Acknowledgement Options:

Option 1 – Print & Sign

Volunteer Instructor _____________________________________________________
Signature _______________________________________________________________
Date____________________________________________________________________
Safety Education Staff Witness (printed) ____________________________________

Option 2 – Email Acknowledgement

Reply to the Safety Education Office e-mail address dnr.safetyed@illinois.gov.
“I acknowledge and authorize the Safety Education Office to make signature additions and content corrections to my submitted class paperwork. This paperwork includes the class information sheet, Volunteer Time forms, and class rosters.”
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